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Assistant Executive Director

Space Survey

l. In view of the contemplated move of the offices gf____1
Collection and Dissemination frem the 25X1
ing to the other area and the expansion of C.1.G., I think we
need to develop a systematic plan for determining the amount of
space available, the allocation and control of space. I do
not know which of your divisions you plan for hendling this
activity as it is not covered anywhere in the functional chart
‘except possibly under logistical support in the Services
Division. However, it is an important activity and T feel

you should set up as soon as possible a responsible agency to
handle 1it,

2. 1 believe that the first step should be a new speace
survey which should develop records showing for each bullding
[::::ff::]North, Centrel, Administrative, South and Q) the
amount of space availsble in esch building by floor and room
number, the amount of floor space in each room and in each
building, what each room is suiteble for, i.e. office space,
store room, etc., and which office or staff section now occuplies
each room or if it is wvacant, so show. After the initial
survey and this record is established, it can be kept up to date
by having each office or staff brench report changes.

25X1

3. | | told me this morning that he believed
the main office and A and B Staffs of Special Operations could
be housed in the Administrative Byilding and in the Q Building.
He said thet the administretive service activity you were taking
over in the area would have to be left in the other buildings.
He said that he might be able to make some space available
in Q Building subjeot to the necessary security control by him,
In any event, he would like for any metters involving space or
shifts of space for Special Operations to be taken up with him. '

4. T think it might be well to make the survey, a method
of handling office space and the control of it the subject of
an Administretive Memorandum. Please let me have your re- '
commendations in this regard. 25X1

Colonel, Inf.
Assisgtant Executive Director
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The Services Division will be respousible for the following funotions:

(8) The procurement, storage, snd issue of all supplies and
squipment from any souree of supply, Including contracting for the delivery
of supplles, equipment, or serviees other than personal; housing, other
facllities, and utilities; assimment and the utilization of spage for office
or other purpcses; and furnishing of misosllaneous services as required,

(b) Purnishing of transportation for both cargo and personnel,
domestic and foreign, and arrenging for the procsasing of perscinel prepars-
tory to duty overseas after selection and sultability for oversess position
has been detsrmined; mmintenance and opsration of a Motor Pool, including
repair, storege, and assigmment of vehioles.

(e) The reproduction of material by printing or other proces: of
all classified and unclassified materisl; the procurement of maps from Federal
Goverament or private sources; training of 8SU peraonnel in reproductim
processes required by oversess activities.

() Presoribing propsrty accounting procedures and regulations for
the mooountebility of expendable and nonexpendable property; initiate investi-
getions in conneotion with the accountabllity of property when required;
establish finanoisl responsibility when necessary axd suthorlgze the clearing
of the agoounte of a Responsible Property Offlcer in cases where surrounding
siroumstances do not warrant finsneial respongibility.
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